Election / Induction Workshop

2016

Programme

Process:

Introductions and Welcome
Distribution of Folder
Introduction of Folder
Discussion

Reply to Discussion
Repeat for 2" Session

Time: + / - 90 minutes per session

Overleaf:

URL for Communist University Archive
URL for this course (downloadable PDFs)

E-mail contact address

Roles of Chairperson, Secretary and Treasurer



COMMUNIST UNIVERSITY

IQ POLITICAL SCHOOL MATERIAL

URLs:
The Index Page of the Communist University Course Archive is at:

http://studycircle.wikispaces.com/Communist+University

On that page, also find (e.g.):

History Resource Booklets (SADTU)

CU Chris Hani Archive

The Short 2016 Election Course (this course) is at:

http://studycircle.wikispaces.com/1+Short+2016+Election+Course

Download material in PDF, booklet-printable files from the above sites, or browse online.

The Vice-Chancellor’s E-mail address is dominic.tweedie@gmail.com

Join the Communist University E-mail Discussion Forum at:

https://groups.google.com/forum/#!forum/communist-university

If you lose or forget the above links, you can still go to the NEHAWU, YCL or SACP Home
Pages and look for a button resembling the graphic at the top of this page.
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Specific roles of the Chair, Secretary, Treasurer

Role of the Chair (Chairperson)

The role of a Chair of a voluntary management committee bears all the general
responsibilities of management committee officers, and also includes tasks related
to voluntary management committee meetings and those associated with broader
issues concerning the organisation. Obviously, where the voluntary organisation
employs staff most of these tasks should be carried out in conjunction with them.

The Chair has particular responsibilities in relation to management committee
meetings including:

e ensuring meetings are run competently

e ensuring discussion and decision-making is democratic and everyone is able to
participate fully in meetings

e holding the casting vote in the event of a split decision

e preparing agendas for the meeting (in consultation with the staff and other
management committee officers)

e ensuring relevant matters are discussed and appropriate decisions made

e Chairing meetings and ensuring that annual general meetings and
extraordinary general meetings are carried out according to the constitution
of the organisation

Role of the Secretary

As well as bearing all the general responsibilities of voluntary management
committee officers, there are many specific tasks for which the Secretary of an
organisation has responsibility. Many of these are the regular practical
administrative duties that will be done by staff where the organisation employs paid
members of staff. In this sense the secretary is delegating the duties to staff.

The tasks of the Secretary for voluntary management committee meetings can
include:

e convening meetings

e booking rooms

e dealing with correspondence

e preparing agendas for meetings (in consultation with the Chair)

e taking the minutes of meetings (although some committees may wish to
appoint a minute secretary for this purpose)

e ensuring back-up information is available at meetings where required.



Role of the Treasurer

As well as bearing all the general responsibilities of a voluntary management
committee officer, the Treasurer is the person specifically entrusted with the funds
of the organisation. In an organisation that employs paid staff they will deal with
much of the day-to-day financial business. However, the Treasurer is still responsible
for overseeing this and keeping account of the finances. In smaller organisations
where there are no paid staff the Treasurer will often deal with the financial
transactions and bookkeeping.

The tasks associated with this post are:

® To advise the committee on financial matters, both positive and negative
® To control and account for the organisation’s finances

® Toissue receipts for all cash received and keep records of that paid out

® To be a counter signatory to any major banking transaction

® To attend meetings of the finance sub-committee (if there is one)

® To oversee bookkeeping

® To prepare the Treasurer’s report for the annual general meeting

® To liaise with the appointed Auditor or Independent Examiner for the annual
review of accounts

® To advise the organisation’s management committee of its financial
requirements for the year ahead

For complicated accounting it is advisable to seek professional advice.

From: http://www.scvo.org.uk/information/governance-structures/trustees-and-
committees/the-role-of-chair-secretary-treasurer/ (edited)

From The Scottish Council for Voluntary Organisations [Product of an Internet search]
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